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APPLICATION FOR RECORDS RETENTION SCHEDULE SECRETARY ANO OF -ATE n,StOR 
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INSTRUCTIONS: SSe Publication No. 76-RM-1 for inntuctions on completing t h i s  form. Forward signed original to 
Department of Archives and Hisrow, Records Management Divisioti, 330 Capitol Avenue, Atlanta. Georgia, 30334, 
Attention: Scheduling Section. - -...-_*_-I... _- ~~ .,. .. - ~~~~ .~ .. ~~~ 
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1. A g m i  Addrent 
Department of Education 
Office of Admintstrattve Services 
Grants Management Section 

Atlanta~, Georgia 30334 
a State Offlce Building 

Records Management Officer I1 
~~ 

i FORAGENCYUSE 
d i m t i o n  R t e  

9pciarion Nun%% 
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!. PIrronmContact 

1. Action Requested 

Glen A. Spurlock 

8. 
b e  

dD Embiim Retention Schedule; record will conunw to accumulate. 
0 Dim-  of present accumulation; no funher accumulation anticipated. 

~ --. I~ .~ - ~~~ ~~ 
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1971. to date 1 Modified Attendance Reporting Files 

The Grants Management Section coordinates the administration of educational grants, 
both federal and state, between the department and local units of education; develops 
contracts; provides forms management services; administers the records management 
program; provides systems and procedures services; and. coordinates delivery of Electronic 

.. - .. _y.I_ ~ . ~ i _ . ~ _ ~  ~ ~~ ~ 

i O i v i i n  and Onia Function What is the funnion of ttre Di&ion%d the Office in h i c h  KhiS record swies i s  created? 

Data Processing services with the Department of Administrative Services. .. 
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. RIoord S r k  Oaguiptioq 
~ Th is file conrains the followfng documents (include farm numbekand tiGI=, if any]: 

A ch simples of the file. 
requestSby local school systems to modify their attendance re- qbd'U 

Documrnts reluting to: &fT & 
porting systems from the methods prescribed by the State Board of 
Education. This is usually don6 by the computerization of such I 

1 )  Request to modify the reporting system; 2) Proposed procedures 
for the modified reporting procedure; 3) Forms used in the proposed 
'system; 4) Copies of computer printouts generated by the modified 
reporting system; 5) Decision of the Modified Attendance Planning 
Committee; and 6) Related correspondence. . 

~~ . .  records. 

Included are: 

File is arranged: alphabetically by the name of the school system. 
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12 Appvrd DlspaWx~ I i 1 S U d Q f i 3  This agenef recommends that the file series becu; off a t  the end-of each: 
0 Calendar Yesi: 0 Fiwl Year: 41 Other !&n 'superceded,~-obsa:.. then,' 

-. 

l e t e ,  or no longer used. 
Hold in the current files area - . rnonthb) _-3 - yeark): then 

0 Transfer to local holding area; hold I ~ -~ .-~year(s); then 
0 Transfer to State Records Cants;  hold I 

0 Transfer to State Archives for permanent retention. 

'. 

-year(s); then 
'm oem0v. 

(swc%yl 
from active f i l e  and place i n  inactive f i l e ;  cut o f f  inactive f i l e  a t  end of each 
f i s c a l  year; hold i n  current f i l e s  area 3 years; then destroy. 

When reporting system i s  superceded o r  no longer used, remove folder 

. .  

h instructions apply to al l  prior and future acmmulations of the series. 


